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No. I&-RM-1 fw inrvuaiw on canplaing this form. Foward si&sd briginal :o 

7. RecordSui.rD.Mimion This file contains the follawina doarmme (include form numbers and tides. if awl: 

3cpartment of Archi* and Hihow, Rocords Management Dlvision. 330 Capitol Awnue. Atlanta, $eorgia, 30334. 
Attention: Schedulinq Section. . .  

Savannah, Georgia 31402 - 

~. * 

i i  Sandra Jones Oper'ations Manager 964-1721. # 242. 241 

Gtaoum Retention Sehodulr; r cord will continw to accumulate. 
b. Q DispoJ. of m n t  acgamlnf ~~ .~ :no ~ further accumuktion antidpatod. 
I Amend Aooli&on_ No. .- . Ole& On.: t]~ Cham: 0 Suoercede: !J Void 

5. R e c m b  $dm 1Wo (followed by tide cpd in oflice: if d i f f m t l  

i 

. . .  . 
- 1  , I Y -  - - -  i- 

bten 
i ' ~ - -  ' I 

. ,1977 ' f To. Date i~ Cus+mer- Cori-ssbon'denize ~. . .. ~i . . , le- . . .. ? > ,  ' -  -. ~ ~ .~ - ~ ~ 

~: f%l.'l dwilw)n and Cffia Fundon 
< .  

- 2 :  
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What is the function of tho Civision and tho off& in which this record series is created7 
The D i r e c t o r  o f  Operat ions a s s i s t s  t h e  Execut ive D i r e c t o r  i n  t h e  managerial f unc t i ons  o f  t h e  
Georgia Por ts  A u t h o r i t y  and i s  responsib le  f o r  t h e  operat ions of t h e  Savannah Sta te  Docks 8 
Warehouses - Garden C i t y  Terminal and Ocean Terminal, Savannah Sta te  Docks 8 Rai I road Company, 
Augusta Sta te  Docks - Barge Terminal, Bainbr idge Sta te  Docks - Barge Terminal 8 Brunswick 
Sta te  Docks 8 Warehouses. He al.so handles t h e  func t i on  of leases, i nc lud ing  n e g o t i a t i n g  
leases fo r  a l  I d i v i s i o n s  of  t h e  P o r t  Author i ty ,  and w i t h  commercial and i n d u s t r i a l  concerns :: 

f 

~. 
f o r  use o f  space prov ided by t h e  Georgia P o r t s ' A u t h o r i t y .  . .  

~~ , I  . .~ 
.. 

- 1  
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The O f f i c e  Manager i n  which t h i s  f i l e  i s  created supervises the  work o f  t h e  warehouse, b i l l i n g , .  
import and expor t  departments, analyzes sh ips '  schedules, coord inates t h e  processing o f  a l  I 
paperwork w i t h  f i e l d  d i v i s i o n s ,  insures t h a t  a l l  paperwork i s  p roper l y  prepared and. c a r e f u l l y  
balanced and v e r i f i e d  aga ins t  documentation ,received, f a c i  I i t a t e s  exped i t ious  cargo hand1 ing.  

i f  

- . -  .~ ~. ~ ~~ 

Am& samples of the file. 

claims, e t c .  Dupl icates maintained i n  i n d i v i d u a l  sh ip  f i l e s  o r  c l a i m  
f i l e s  ( i f  c l a i m  1 s . f i l e d ) .  

t)ocummu nbdng to: Correspondence w i t h  a l  I customers r e l a t i n g  t o  d isputed charges, ra tes,  . ~ 

Outgoing correspondence. ! 
indued am: 

f iie is arranged: Alphabe t i ca l l y  by customer, ch rono log ica l l y .  

- -. 
1 8. Monthly Roforonca Ram How often am records referred to which an: I 

I One to six mthsp ld  rla II\, ; Sow ED twelw months old da i 1Y; Thirteen to twenty-four months old 2 
1 
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? 0 twenty-Eve months and older 
Ratn of Accumulation at RrcPrds 

' bnOr4ze drawers ; Lgal-siza drawers ; Shalvrs ; other f s p e c i f y l . ~ ~ L -  1 i -  , I 

f 



d. Audit period years. 
b , Y e a n  e.' Administrative need years. 

=. %era1 !aw wan. f. Federal retention insructions yezro. 

3 5. Statute of lirnitatiqn 

' ;  

Attach copy or excerpt of I& or regulations. Explain administrative nod. 

This  f i l e  s e r i e s  should be maintalned f o r  more convenient '  method f o r  l o c a t i n g  in format ion w i t h  
regard t o  customers should t h e r e  be a d ispute  on rates,  cargo, e tc .  
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Thw inmwxions apply to all prior and future aaurnulations of the series. 


